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Change Password

Login Name: [FEVER 74

Passwords must be between 8 and 15 characters long, and must include at least one
upper case letter, one lower case letter and one number.

Type in your current password in Old Password, type  new password in New
Password, confirm your new password by typing the same new password in Confirm
New Password, click Change Password button

old Passwars: [ D
Wow Password: [ D

Confirm New Password: [ D
Resst

User Profile
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CHRMA, November 2002

Description: FASSCLASS is a web based Fully Automated System for Classification (FASCLASS). It is a centralized database at HQDA and provides Management access to active US and LN position descriptions and position related information throughout Army. Your access may be restricted according to assigned user privileges.
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Getting Started
You will access the FASCLASS Database and/or request your FASCLASS account through the CHRMA Home Page at http://www.chrma.hqusareur.army.mil 

On the CHRMA Home Page:

· <Click> on FASCLASS

· <Click> on Managers/Supervisors Login – if you have a FASCLASS account or need to request an account to perform managerial duties

OR

· <Click> on General FASCLASS Access – if you have/not have a FASCLASS account and like to search for positions at specific worldwide locations, or positions that are Major Command (MACOM) approved

On the FASCLASS Login Screen: (You <clicked> on Managers/Supervisors Login)

A. You have a FASCLASS Account: Important: If you PCSed from CONUS your account requires modifications prior to accessing FASCLASS. Please follow further instructions on page 6.
· <Enter> your FASCLASS User ID, e.g. <SAMPLEI33> (it’s case sensitive)

· <Enter> your password

· <Click> on Login or press Enter

NOTE: If you forgot your Login and/or password click on the assistant feature link and complete the respective search screen and click on search. The search will retrieve your user profile and you can login by clicking on the link on the top of the user profile block.

B. You do not have a FASCLASS Account:

· <Click> on the to request a FASSCLASS ACCOUNT link

· <Complete> the account registration form

· <Click> on Submit Request

NOTE: Within a few seconds upon successful submission your Request User Account Confirmation is displayed, write down your Login name, then you may click either on the login or user profile link.
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On the FASCLASS Welcome Screen:

You now can start using the FASCLASS features by <selecting> the appropriate option on the menu. The access and availability of features may vary according to assigned user privileges.
For Example: Available Menu Options – Manager Account:
· FASCLASS

· Features: Search Position Data, Sequence, Organization, Interdis PD, Survey, Survey (FC I), Create PD, Edit PD, Verify PD

· Reports

· Features: Archived PD, PD w/o Duties, PD by Comp Level, Sequence
· Lookup

· Features: Career Progs, Citations, Comp Areas, Comp Levels, CPACs, Func Codes, AF Grades, LN Grades, LN Pay Plans, LN Titles, NAF Grades, NAF Pay Plans, AF Pay Plans, Pos Sens, Series 
· Request User

· Feature: Request User Account for Staff
· CPOL

· Return to CPOL Home Page
· Logout

· Help

· This is the on-line help activated in a separate window to allow for reference while using FASCLASS. It includes but is not limited to the User Manual for detailed instructions.
NOTE: In case you receive the prompt “You must change your password before proceeding.” or want to change your password, please follow the instructions outlined on page 4.
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Login

To access the restricted area of FASCLASS please enter your Login Name and Password

Login Name:

Password: [
Reset

Forgot Your Password? Click Here
Have a FASCLASS ACCOUNT, but forgot your Login Name? Click Here

To request a FASCLASS ACCOUNT, Click Here

@] http:fcpsfc belvoir.army.milffasclass/inboxdefaut. asp T
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Instructions to Change your Password

· <Click> on your name in the light blue bar on the welcome screen

· <Click> on the Click here to change your password link in your user profile

· <Complete> the Change Password form

· <Click> on Change Password
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Help – FASCLASS On-Line Guidance

Help is an outstanding support tool providing quick reference access through individual links for specific topics. It will assist you to use the FASCLASS application to it's fullest potential. When activated, it opens in a separate window using a new browser which allows you to keep it permanently open for reference while using FASCLASS.

Main Help Topics:

· Welcome to FASCLASS
· View User Manual
· Get Tutorial
· Getting Around FASCLASS
· Subtopics: Advanced Search, Codes, Entry Field Descriptions, FASCALSS Terms, Organizing Query Results, Using the FASCLASS Menu
· Public User Access
· Subtopics: Search for Positions, Location Non-Specific Positions
· Restricted Access (Applies to everyone accessing database through FASCLASS account)
· Subtopics: Common, Classifier, MACOM, Manager, Manager Staff
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Request User Account Confirmation
Congratulations!i!
FASCLASS account has been created.

Login name is HEVERJ74
Please write down the login narme

Click
Click

hete to Login
here to see FASCLASS User profile
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Instructions if you have a FASCLASS Account and recently PCSed from CONUS

· Send an email to FASCLASS@cpoceur.army.mil and provide the following information:
· Enter in the subject line: CONUS Account Modification
· Provide in the body of the email
· Your FASCLASS Login (User) Name, e.g. SAMPLEI33
· Your full name
· Your new email address
· You will receive an email to notify you when account modifications are completed and then you can access FASCLASS
SAMPLEI33


xxxxxxxx





IMA SAMPLE





Activate “Help” to get to the User Manual and other helpful information
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Follow these password set up instructions. 


Do not use any special characters, as system will not accept them.
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Welcome to FASCLASS H

Fully Automated System for Classification (FASCLASS) is a web-
based automated position classification records systerm, which has
been implemented at all 10 Army regional Cilian Personnel
Operations Centers (CPOC). FASCLASS is a centralized system
maintained at HODA. The application automates position
descriptions (PDs), provides a searchable automated Master File of
PD's, maintains automated records of competitive levels and
competitive area logs, an archive function, ability to search Army
wite, a multiple sort feature, an advance search feature and the
incorporation of the current PD Library within it’s database. Currently
163,640 PD's are available in FASCLASS.

PD Library is an electronic position description library, which
contains approximately 9,194 PD's approved by MACOM'. These
PD's represents a comprehensive cross-section of existing work
throughot Army commands. It will maintain al of the current
functionality of the PDL, including the quality assurance review and
approval of PD's by MACOM' for use Army wide

FASCLASS Help will show you howto use the FASCLASS
application to i’s fullest potential.

This map shows the location of the 10 regional CPOC's and the
Civlian Personnel Advisory Centers (CPAC).
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Fully Automated System for Classification (FASCLASS) is a web-
based automated position classification records systerm, which has
been implemented at all 10 Army regional Cilian Personnel
Operations Centers (CPOC). FASCLASS is a centralized system
maintained at HODA. The application automates position
descriptions (PDs), provides a searchable automated Master File of
PD's, maintains automated records of competitive levels and
competitive area logs, an archive function, ability to search Army
wite, a multiple sort feature, an advance search feature and the
incorporation of the current PD Library within it’s database. Currently
163,640 PD's are available in FASCLASS.

PD Library is an electronic position description library, which
contains approximately 9,194 PD's approved by MACOM'. These
PD's represents a comprehensive cross-section of existing work
throughot Army commands. It will maintain al of the current
functionality of the PDL, including the quality assurance review and
approval of PD's by MACOM' for use Army wide
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Welcome

EVELYN MEAKER
to

) ) FULLY AUTOMATED SYSTEM FOR CLASSIFICATION

To begin, move the mouse over one of the menu items in the
gray menu bar, as an example FASCLASS, to reveal the sub-
menu item choices. Click on the desired menu choice.

If you have any suggestions, please Email us with your comments

Eloome [ (@ memet
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Welcome

JEANETTE HEVER
to

) ) FULLY AUTOMATED SYSTEM FOR CLASSIFICATION

To begin, move the mouse over one of the menu items in the
gray menu bar, as an example FASCLASS, to reveal the sub-
menu item choices. Click on the desired menu choice.

If you have any suggestions, please Email us with your comments

Eloome [ (@ memet
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Your User Profile
This is your User Profile infarmation.
*You can update your Email address. If you need to change other information in your User
Profile, please use the FASCLASS email link with the SUBJECT: User Profile.
Click here to change your password.
Login Name: |HEVER74
: | JEANETTE

: [FEVER:

[Europe

MACOM:

Email: [jeanete hever@us.army mil

Update Email_| Resst
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Change Password

Login Name: [FEVER 74

Passwords must be between 8 and 15 characters long, and must include at least one
upper case letter, one lower case letter and one number.

Type in your current password in Old Password, type  new password in New
Password, confirm your new password by typing the same new password in Confirm
New Password, click Change Password button

old Passwars: [ D
Wow Password: [ D

Confirm New Password: [ D
Resst
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